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ThIS pamphilet has been developed and is beong dtssemlnated as'a result of the extensive study conducted
|n day care centers throughout the state of Texas Project staff members,of the University of’ Texas at San .

© Antonio conducted the stydy under Contract | Number 62350191 with. the Division of Occdpetuonel

Résearch and Developmen of the Texss Education Agency An analysis of job performance as revealed
from responses to a survey from 684 day care center personnel across the state of Texas,\together with

“other |nformatibn led to the development of ten job descriptions, a careet progressnon and an |nd'V|duaI
* training record for day care personnel. : - .o . v

N

On behalf of the prolect staff, | wush to acknowledge appreclatuon for all the asslstance weé have receuved '
from those participating’in this study. This included a large r-of center directors, teechmg staff, child
developmdt experts, trainers, project representatives, cofisyltants, and individuals from the Texas,

Community Affairs, the Texas Education Age

N

,\Department of Public Welfare, the Early- Clgldhood Developrgent Division of the Texas Department of,

and riembers of the Hum‘hn Resources Laboratory of the ]
United States Air Force. - *

. ) N N . -

¥
N . . .
Copies of the more complete final report were sent to licensing ‘representatives and consultants of the

Texas Departrgent of Public. Welfare and to community colleges. A limited number of copies of the final
report are available at the Early Childhood Development Division of the Texas Department of Community

- Affairs, P.O. B’ox 13166 Austin, Texas 78711. . - . L

Assistance in developung and conductnng trannlng programs for the needs of personnel in local -
communities could be obtained from a number of souyrces, including local offices of the Department of. Coa
Public Welfare, local col|eges and umversutues ddult or continuing education prograrhs of pubjic and private Tl
schools, and local ‘chapters or representatwes of assqciations such as the Texas Association for: ahe
Education of Young Children, the Association for Child ood Education lnternatlonar the Texas Licensed
Child Care Association, the Alliance of Child DeVeIopmAnt Assocuatlons and the Natlonal Assocnatlon of
Child Care Administrators. - \ P - :

. M 4 : . "‘,_ B } CL I

. | would lnke to emphasize that the materials.in this pamphlet, including the ten job dés‘é\'ipti,ons may be '
used in any way you see fit. The ten job desdr-ptlons that we have developed for vow use, for example are
suggestuve and may be modified to fit individual needs o s

P

. - P o , . o .
v ' . " Robert T. Alciatofe, Ph.D. " :
T . Projegt Director . S

. " . Texas-Day Care Study -




, l. JOB DESCRLPTIONS

R 4

" Five of the jop descrlptions have been categorized as teaching '

""" ones, While the other. five are considered administrative ones.

E

/-

. Each’ of the job descfiptions as well as the career progiession
and individual training recprds have been defined in terms of the

tasks performed under each of the nine duties: -
‘Duy, L - - . " No. of Tasks
: .-.A. Develo‘pment.of Center Plans, PoIic‘Es, and 11
’ Procedures ) .
B: Administration — Money, Supplies, Facilities, 14
Eqmpment Etc -
C. Supervrsung Center Staff - - 14
" D. Providing for Health, Safety, and Comfort of . 26
- Children o
‘E. T-eachmg or Guldlng Children Relatlng to Self- 29
Concept, Sensory, Language and Cognitive _
Development = . | x
F..Managing or Dnrectlng Children in Social- 29

~ Emotional, Psychomotor and Muscle Development
Development ) .

\

"G, Planning Teaching Activities ' 7
H. Dealing with Public, Officials, and Regulations
I. Evaluating Children, Their Problems, and Co-* 26
ordlnatmg Center Home and Agencies .
Total 162
N\

" Duties'A through ! are defined in terms of the number of tasgs .
performed accounting for 90% of the work time of the job .

incumbents for any of our ten basic job descnptlons Thus,
Duty J Performing Other Tasks as Required 'or Directed,
_accounts for the remaining ten percent. We did not specifically
indicate the tasks for this duty and left this open for Jay care
directors and supervisors to specify as they wished. ot
Three' teaching levels have been identified, with three job
descriptions ‘cénsidered entry“evel positions, or level |. For the

second level, or level Il, a fully qualified teaching position is
- described. Level 11| portrays a teaching administrative position.
. Jeaching job descriptions for cluster groups GPO101,

GP0O036, “and GP0024 are all considered entry level job
descriptions and those that have a moderate amount of
developmental activities. Personnel having these job descri
are not ‘expected to participate fully in the morning progfam of
. complete developmental or comprehensnve day eare programs
They would be expected to require, more supervision and would
participate more fully in_ afternoon programs or morning

programs of centers that are not fully developmental.

The day care supervisor may wish to modify various job
descriptions. We wish to emphasize that although these job
descnptlons have been developed on a scientific basis and

ably account for a large portion of actdal jobs performed in
Texas day care, yoone the less, these job descriptions are
tentative and suggestive. Any” supervisor may feel free to use
these job descriptions in any way .they may wish, modifying
them, deleting items, and adding tasks. For example, a
supervisor may wish to specify tasks under Duty J, Performing

Other Tasks as Required or Directed. Particular attention should.

be paid to the last paragraph of each job description dealing
with Réquired Qualifications and Characteristics. One may. wish
to be more specific in terms of qualifications and characteristics
r.and may wish to, indicate specifically the amount and kipd of

supervision .required,

\
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~ total of 75 tasks

ions”

- or“directing children.

and . eve% the specific Supegvisor

‘responsible for whrk performance. Super\usors may wush to add
additional pages ¢r to reproduce this material. We agaln wish to
emphaslze that they should consider this material their.own. - i

THe job desc |pt{‘ +for teaching cluster group 'GP0122 is a
ich Ynvolves considerable developmental kinds
of activities: It § suggested that those centers desiring to havé a
comprehensive rogram, make use of this job description for all
teaching staff jthdt are mvolved in the morning program,
particularly thpse of’a high level developmental center or
schoo!. This jol description, which is considered a level |1, ora
fully qualified feaching positjon, is one that describes the job of
just a little over 50% of personnel used in our: total study. A
total of 98 fasks accounted for 90% of the actual “job
incumbent'’s tire. ¥

The job desgription for teaching cluster group GP0094 is one
of high level teaching, supervising and administration. While this
~job description actuaily desgribes the tasks performed Ly a large
number of cenfer directors, it could also be a job description
assistant direqtorg, head teachers, or other " supemsors
Conceivably, al center could operate effectively Wlth this job
description _ang one or more of the other four. teaching job
descrlptlons consider this administrative teaching.position
as a level 11l pg@sition. This position s the broadest in terms of
the duties and]tasks which it encompases. Whereas 69 to 99
tasks account for 90% of the member's time for other teaching
cluster groups,’?hus job encompasses 135 tasks with'a significant
amount of time ldevoted to each of the duties. R ’

The five administrative cluster grouks. are descnbed in tbrms
of the activities involved. .

The first of these to be described in dmunlstratuve cluster
group ‘GP0034. This job description has been designed as one of
a social services specialist. This job includes a considerable
number of activities involved in the duty of evaluating children,
their problems, and coordina ng center, home’ and agencies.
Job incumbents 'spend 43% of their time in that one duty. (A

: count for 90% of the time for thi®ggoup.

Admlmstratlvé cluster group 022 seems to be one of a
pure admmlstrat ve -nature. pears to be a high level
administrative job, probably most useful where there is a large
center or even roup of centers. The main duties for this job
eyolve around vising center staff; dealing. 'with public,
“officials, and regulations; policy development; admmustratron
and evaluating and coordinating. A very minimal.amount of
time of its mem ers is involved'in teaching or guldmg, ‘managing
or directing, plla)meg -teaching activities, and providing for
heaith, safety, and comfort of children. A total of 68 tasks
account for 90% of the incumbent's time.. .

Administrative cluster group GPO018 describes an
afimlnlstratlve position that is heavily concerded with
administration, evaluating and coordinating, some supervision,
little policy development, little teaching or guiding thildren,
little dealing with public, but a moderate amount of managlng
Incumbents spend considerable time ‘in
prqvudmg for health’ safety, and comfort of children, and do
“not’ seem to have full responsibility for a center. Seventy two .
tasks account for 90% of their time.

Adrhinistrative cluster- group GP0047 is heavily involved in
policy devslopment supervision, administration, evaluating and

high level one

coordinating, and dealing with public. The number of tasks

accounting for 90% of the incumbent’s time is 63, which is the
smallest nu r for any of the ten job cluster groups. It
describes tH® job of a center director or other supervisor who
does not deaI with teaching, guldli‘\g, managmg or directing -
children.

Administrative cluster group- GPO064 is a high Ievel
administrative position which appears to primarily describe. a
non-teaching center ,director. It is the most popular one for
, non-teaching center administrators. A total of 93 tasks account
” for 90% of their working tlme

-
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- JoB DESCHIPTION FOR TFACHING CLUSTER GHOUP GPUIOI o |

DUTY A — DEVELOPMENT OF CENTER PLANS POLICIES AND ‘turns and share Guide manipuiative piay, such as puzzies and blocks.

PROCEDURES - (1.06%) '- . Help children make/things to play with. Read or teli sIorIu Teach -
chiidren_ colors. Teach difterences of. size or shape ‘of objects to |
Plan- children’s birthday’ peries. Plan children’s 9’°“P'“9' for. children. Teach children to ciassity objects. Teach chiidren to develop
. ctivities. . - . number concepts. Teach children nursery rhymies. Teach chlldnnlo
objects. train child S e :
ouTY B—ADMINISTRATION MONEY, SUPPLIES, FACILITIES, """ OPlects. Tollet train o P S
EQUIPMENT, ETC. - (46%)" .- DUTY F — MANAGING OR DIRECTING CHILDREN IN 8OCIAL-
Colleci fees. . . (E;;C:;I/C))NAL PSYCHOMOTOR AND MUSCLE DEVELOPMENT -
. - - v o . o 2.

; 2 . N X -
DUTY C — EUPERVISING CENTER STAFF - (.00%) ! \ Decoraté center for seasons, holilays, or themes. D_Irqct children ..

during fire drilis. Direct-free play activities, Encoutage children to .
. express emotions! Encourage children tovent frustrations or hostili- |
DUTY D — PROVIDlNG FOR HEALTH, SAFETY AND COMFORT ties without hurting others. Help shy, children to parllclpntc in group.

None

* OF CHILDREN - (17 a8%) Maintain discipline. Manage aggressive chlldren, such as quﬂnm or .
: kickers. Manage: biters. Mariage "bosby” or domineering’ children.
_ Administer IInI ald. Administer prescribed meditations. Clear M-nagcvhlldren wI)o wet or soll their pants. Manage cYying children.
tables. Set tabies ¢6r serve food. Clean playing aress. Clean or ~ Manage temper Inntmms Manage bathroom procedures, Manage
‘maintain toys. or indoor equipment. Clean toiléts, lavatories, and  children in outdoor play for sotial development. Manage children in .
. bathroom areds. Dispose of trash or garbage. Remove hazardous . outdoor play_to develop large muscies. Manage children in outdoor
' , objects from children’s. reach or presence. Carry out emergency . play-io develop motor _coordination. Manage parties, field trips, or
* meegures in case of ilinesses, accident, or fire. Dress infants or other special activities. Manage children In snack or mea activities. .
young children. Empty or sanitize training chairs. Feed infants or Manage children n rest or sleep. Monlitor television erwI;g.)Iq-
young children. Hold or touch children to provide comtort to them/ with infants. Praise children for efforts. Settle arguments. ‘Arrange

introduce new chiid to center, statf, and children. Prepa{e cildren-to displays of children’s . work. Arrange furniture or equipment.
go home Seldct television programs Tle-éhlldren s shoes. ' ! . > .

. - l ‘ - (2.28% ~
DUTY E — TEACHING OR GUIDING CHILDREN RELATING To  DUTY G — PLANNING TEACHING AGTIVITIES - (2.28%)
SELF-CONCEPT, SENSORY, LANGUAGE AND COGNITIVE

Plan activities using childrep'’s interests. Pian art or craft actiyities.
’ DEVELOPMENT - (31.09%)

Plan muslc slnglng,’or rhythmic acIIvIIIes

L)
. Build chitdren’s identity by using their first names or noIIng their ~
cIoIhIng -Develop chIIds ability to fisten. Encourage all children DUTV H— DEAL'NG WITH PUBLIC, OFFICIALS, AND REG'{LA'

. 10ty all foods. Expiain ‘safety rules to chiidren. Guide activities that ~ TIONS - (00%) ~ Lo N
. require children 1o answer questions or give explanations. Guide None - : .
- ,activities requiring children to* ahk“quesuons Guide activiti
requiring children to use rhymes, rhthms, orsongs. GuldechlldronK/ DUTY I'— EVALUATING CHILDREN. THEIR, PROBLEMS, AND
.games. Guide chiidren to talk about what they see and feel. Guide COORD!INATING CENTER, HOME, AND AGENCIES - (2.82%)
chiidren to do things for themselves. Guide children to expand identity umfsual behavior of children. Answer or make Ielephom
language. Guide children to provide accurate information. ‘Gulde calls. Report signs of iliness or discomfort in children. chorl
chIldren Io puI away toys and equipment. Guide chijidren to take unusual behavior of children. - : . - :
DUTY J — PERFORMING OTHER TASKs AS REQUIRED OR DIRECTED - (approxlmately 10%) , .~

i . -
GP0101 REQUIRED QUALIFICA;BIS'AND CHARMTERISTICS . ,
Must have the education, knOWIodgo, skill, and aptitude to work with ypung children and porfotm the tuk‘ roquurod of this position description. Must
present evidence of good physical and mental condition as required by state regulations, and be of good moral charactsr. A fully qualified person must b.
able to perform all of the duties enumerated above. To meet the entry level requirements, the incumbent should be able to perform at'least 50% of lho
tasks of this job description. After six months on the job, an incumbent should have ‘the knowlodgo and skill to adequately perform at feast 90% of the
tasks indicated above, of the foIIowmg main duties:

B

- - 7
DUTY D, Providing for Health, Safoty, ard Comfort of Children: -
DUTY E, Teaching or Guiding Chuldren Relating to Self-Concept, Sensory, Langum and Cognitive Dovolopmen( '
DUTY F, Managing or Directing Children in Social- Emononal Psychomo?r and Musclo Development:
“puTY G, Planning Teaching Activities;
Y DUTY |, Evaluating Children, Their Problems, and Coordinating Center. Home, and Agencies; and N . ’ .
: DUTY J, Performmg Other Tasks as Roqmred or Directed. . ' .

\
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- J0B DESCRIPTION FOR: TEACHIIIG cLUSTER GROUP GPO6

DUTY A - DEVELOPMENT OF CENTER ‘PLANS, POLICIES AND Guide children to IIII( .bglll what Ihcym.ndlcol Guide chIIdnnIo
PROCEDURES (2. 03%) o 0 . do Ihlnds for Ihoms‘lvol. Guide children to expand language. Guide
chiidren to provide aeqquh information. Guidd children to puf away -
toys and equipment. Guide children # take turns and share. Guide
manipulative piay, such 8s puzzies and biocks: Read or teli storln .
. Tndl chlldron nursery myum Tallet train cIIIIdron

_Dovtlop fules to insure helIIh and satety of chlldnn Plln,chlldren $ 4
bIthday bamu. Pian fieid trips or holIday ceIobraIIont Plan menus.

DUTY B - ADMINISTRATION MONEY SUPPLIES FACILITIES

N
EQUIRMENT, ETC. - (9\,‘7%’* ] E DUTY, F + MANAGING OR DIRECTING CHILDREN IN SOCIAL-.
, Ammhe IorIranspo‘R' on of children. Close center at night. Collect EMOTIONAL, PSYC”OMOTQMND MUSCLE DEVELOPMENT -
fees. Distribute pay checks. Inventory food or supplies. Keeprecords (24.23%)
of money taken in-or expended. Keep employee time records. Make

. -s\aff payrolls. Open center in moming. Purchase or ordér food or -
wppllu

Décorate center for. unons. holidays, or themes. Direct chIIdm\
durIng fire ‘drills. Direct free ‘play activities. Encourage children to
express emotions. Encourage children o vént frustrations or hostili-
¢ ties without hunlng others. Heip shy children to participste In group.' -

Du c - SUPERV'S'NG CENTER STAFF - (3.9‘4%) Malnuln discipline. Manage aggressive children, such ad pushers or +

-Carry out personnel policies. ‘Maintain statf persohnel records. kickers."Manage .biters. Minage "bossy” or domineering children.
Schedule daily activities. Schedule statt worI( Suporvln volunIoen - Mariage children who wet or soll theii pants. Manage crying children.
or student workers. ’ ) Manage temper tantrums. Manage bathroom procedures. Manage -

. children in outdoor piay for socis! development. Manage partigs,
DUTYD — Pnovmme FOR HEALTH, SAFETY ANDCOMFORTOF field trips, or other special activities. Manage children in rest or
CHILDREN - (23.32%) . sleep. Monitor television vIcwIng ‘Play with Infants. Praise chiidren

’ for. efforts. Settle arguments. Arrange furniture or eduipment.
AdmInIsIer first aid. Administer presbrIbgd méedications. Clear.’ ) . B

.Ilblu Condlfct fire drilis. Set tables os sérve food. Clean playing . b : Lo .

" areas. Cléan and maintain kitchen equipment. Clean kitchenordining . DUTY G — PLANNING TEACHING ACTIVITIES - (1.60%)
area. Clean or maintain ons or indoor equipment. Clean tollets,
lavatories, and bathroom areas. Make repa'?s on equipment, on"a, or
furniture. Regulate heating, cooling, or ventiiation.‘Regulate lighting.

move hazardous objects from children’s reach or presence. Bathe
infants or children. Carry out emergency measures in case of
ilinesses, accident, or fire. Dress infants or young childrén. Empty or

‘Pian activities using children’s interests. Plan attivities for teaching
differences of size or shape of objects. Pian” music, slngIng, or
rhythmic. activities.

DUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REGULA-

sanitize training chairs. Feed intants or young€hildren. Hold or touch TIONS - (1.97%) .- ) . )
. children to provide comfort to- them. Introduc® new child to center, Conduct public relations progfams. Insure that licensing standards
staff, and children. Prepare children to' go home. Review and make ‘are met and maintained. Schedule inspections by public officials.
use of individual health records. Tie chiidren’s shoes. ' /

o DUTY | — EVALUATING CHILDREN, THEIR PROBLEMS AND /
DUTY E — TEACHING OR GUIDING CHILDREN RELATINé T0 cooppm;nme CENTER, HOME ANb AGENc|Es - (8. es%) /
N, SELF-CONCEPT, SENSORY, LANGUAGE, AND ' COGNITIVE .

DEVELOPMENT - (14.20) . ‘Conduct daily heaith cbservations. Identify chiidren wIIh visi
. . (T ] . . speech, or hearing probiems. Identify symptoms of chiidh
Build children’s IgIedIlIy by using their first names or noting their* diseases. |dentify unususl behivior of, children. An.er or make
clothing. Develop child's ability to listen. Encourage all childrentotry - teieptione calls. Explain center policies and rules to parents. Prgpare
ali foods. Explain safety rules to children. Guide activities requiring . reports on accidents. Report signs of liiness of discomtort in chifdren.
_ Children tg use thymes, rhythms, or songs. Guide children’s games. - Reportunusual behnvlor ol children.:Secure good ideas from parents
L s
' . ) « / ;
: DUTY.J — PER’ORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%) / ‘ T
. . . K . * . / “ . ‘.

)

' GP0036 REQUIRED QUALIFICATIONS AND CHARACTERISTICS . / :

* Must have the educé(ion knowledge, skill, and aptitude to work with your children and perform the tasks required of this pmmoﬁ description. Muit

present evidence of good physical and mental condition as required by nah reguiations, and be of good moral characger. A fully qulI(fiodpcnOn must be

- able to perform all of the duties enumerated above. To meet the eritry level requirements the incumbent should be abia to portorm at legst 50% of the
_tasks of this job description. After six months on the job, an incumbent should have (he knowledge and sIuII (odd?qunoly porfbrm at least 90% of the |
.- tasks indicated above, of the following main duties: "

DUTY ‘A, Development o} Center Plans, Policies, and Procedures;
DUTY Bs. Admmls(ra(lon — Monaey, Supplies, Facilities, Equlpmen( Eu:i5
"DUTY,C, Suporvmng Center Staff; )
. DUTY D Providing for Heaith, Safety, and Comfort of Children;’ : ) /
DUTLY £, Teaching or Guiding Children Relating to Self-Concept, Sensory, Language, and Coqnmvo Dlnlopmon( N y
’ DUTY F Managing or Directiny Childgerr in Social-Emotional, Psychomotor, and Muscle Developmon( . : '
DUTY G ‘Planning Teachmg Activities, .
DUTY. H, Dealing with Public, Officials, and Regulations; ' :
LN DUTY 1, Evaluating Children, Their Prosiems, and Coordinating Center, Home, and Agencies; and
DUTY J, Performing Qther Tasks as Required or Directed. -

Q N : ’ A : T )

ERIC - . T

Aruitoxt provided by Eic:

-



L

DUW A=~ DEVELOPMENT OF CENTER PI..ANS POLICIES, AND \ size or shape'of objects to chlldroﬁ Teach chllldnﬂ

pﬂocsuunss (.00%) ] to classify objacts. Teach chidren nursery rhymes. Teach children
. s . Toilet train children. .
N°<m Al ’
. ' [}

DUTY F. — MANAGING OR DIRECTING CHILDREN IN SOCIAL-

DUTY 8 — ADMINISTRATION 'MONEY, SUPPLIES, FACILITIES EMOTIONAL, PSYéHOMOTOR AND MUSCLE DEVELOPHENT .

EOUIPMENT ETC. - (.41%) ~ [\ . . (3' 32) ’ - \
) Opon center in m°m'"9' : . . . Decorate center for seasons, holidays, or themes. Direct frae play
S : . activities. Encourage children to express emotions. Encourage
¢ DUTY C — SUPERVISING CENTER STAFF - (.00%) . chiidren to vent frustrations or hostilities without hurting others.

. .

, None - - o ) Help'shy children to participate in group Maintain discipline. Manage
B ' aggressive children, such as pusheérs or kickers. Manage biters.

DUTY D — PROVIDING FOR HEALTH, SQFETY AND COMFORT , Msnage “bossy” or domineering children. Manage children who weP
OF CHILDREN - (18.45%) . or soil their pants. Wanage crying children. Manage temper tentrums.
Manage bathroom procedures. Msnagé children in outdoor play_for
Administer prncrlbod medlc-uom Ciear tables. Set tables or social development. Manags, children in outdoor piay to develop large
_sarve food. Clean playiity areas. Ciean or maintain toys or indoor muscles. Manage children In outdoor play to develop motor coordi-
ﬂﬂllpmtnl Ciean toliets, lavatories, and bathreom aress. Remove - nation:Manage chiidren in snack or meai activities. Manage children
huardoqs objects from chiidren’s reach or presence. Bathe infants in rest or sleep. Monitor téfevision viewing. :&y with infants. Praise

or children. Dress Infants or young'children: Feed infants or young ° chiidren for efforts. Settle arguments. Arrange\displays of children's.
children. Hold &t touchthiidre lq provldecomtorl to them. introduce work. Arrange fumniture or equipment. ) ’ .-
. new chiid to center, staff, and iidren. Prepare chlldren togohome. . ‘ * Ct
Tie children’s shoes. . . L < . - ’
r. " . ) ’ . - _ DUTY G — PLANNING TEACHING ACTIVITIES - (3.18%)
DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO™ ’ . ) o L
«  SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE Plan activities for teaching children to assoclate words with
+ DEVELOPMENT - (28.94) = ] %ﬂ N pictures. Pian activities using children’s interests. Plan srt or craft
v ) , -cmnm Pian music, slnglng or rhythmic activities.
Build children’s ldemlty by uslhg their first names or noting their - . L
clothing. Develop child’s ability to listen. Encourage ail children to DUTY H — DEALING WITH PUBLIG, OFFICIALS AND REGULA.
try all foods. Expiain safety rules to children. Guide activities that TIONS - (00%) ) ~ -
require children to answer questlons or give explanatlom Guide ’
activities requiring children to use rhymes, rhythms, or songs. Guide . None

children’s games. Guide children to talk about what they see and feel. - o :
Guide children to do things for themselvep Guide children 1o éxpand DUTY 4 — EVALUATING CHILDREN, THEIR PROBLEMS, AND

1 * language. Gulde chiidren to pt away 1oys and equipment. Guide COORDINATING CENTER, HOME, AND AGENCIES - (3.07%)

children to take tums and shafe Guide dramatic play activities. Guide Idenmy symptoms of childhood dlufuu.- Identify unusual
manlpulatlve play, such as "puzzies and blocks. Help children make behavior of chiidren. Answer or make telephone calls7 Report signs
thlngs to play with. Read or tell stories. Teach children colon Teach ot iliness or discomfort io chlldron. '
b . " DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approxlmatoly 10%) . R . -
. 7 .. . » ' . '
. . -
GP0024 REQUIRED OUALIFlCATI‘ONS AND annAc?Emsljlcs o . T

M’un have the education, knowledge, skill, and aptitude té¢ work with young children and perform the tasks required of this position description. Must
present evidence of good physical and mental condition as required by state regulations, and be of good morst character. A fully quslified person must be
able to perform all, of the duties enumerated sbove. To mest the entry level requirements, the incumbent should be able to perform at least 50% of the
~ tasks of this job dmrupubn After six months on the job, an: -ncumbom should have ths knowledge and skill to sdequately perform st least 90% of the
" tasks mdu:aud nbovo of (ho foltowing main duties: . « . ,

DUTY D, Prov:dunq‘for Hul(h Salety, and Comfort of Children; P ‘ o . .
‘. PUTY E, Teaching or Guiding Children Relating to Self-Concept, Sensory, Language, and Cognitive Dtmlopmom ’

DUTY F, Managing or'\Dirgcting Children in Social-Emotional, Psychomo(or, and Muscle Development; R

DUTY G, Planning Teaching Activities; . Y - -

DUTY |, Evaluating Children, Their Problems, and Coordma(mq-Oomcr Homo and Agencies; and s

. DUTYJ, Performmg Other Tasks as Roqunrod or Directed.” . . .

) . : . ¢ » ’ ' ( '
.

Q : B i _ ‘5 ',_.. . o -
ERIC - o |

Aruitoxt provided by Eic:
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. ToIIeI train chiidren.

~

DUTY A — DEVELOPMENT OF CENTER PLANS,
PROCEDURES - (3.01%)"

.
[l

De‘v_elop rules to Insure heaith and safety of children. Plan chiidren’s

» birthday parties. Plan children’s groupings for activities. Plan field

trips or holiday celebrations. Plan weekly or monthly center programs.-

-

DUTY 8 — ADMINISTRATION MONEY SUPPLIES FACILITIES,

. EQUIPMENT, ETC. - (.00%)

NOne

‘DUTY C — SUPERVISING CENTER STAFF - (.58%)
. ~
Schedule daily acIMIIes . .

/' .

DUTYD — PROVIDING FOR HEALTH SAFETY AND COMFORT
OF CHILDREN - (10.18%) - .

Administel first aid. Administer preggribed medications. Cl'ear
tables. Set tables or serve food. Cilean piaying areas. Ciean or’
maintain toys or indoor equipment. Remove hazardous objects from
chiidren’s reach or presence. Carry ‘out emergency measures in case
of IIIneues, accident, or fire. Dress infants or young chitdren.
Hoid or touch chiidren to provide comfort o them. Introduce new
chiid to center, stéff, and chiidren. Prepare childrento g0 home. Select
television programs. Tie children’s shoes.

DUTY E — TEACHING OR GUIDING CHI
SELF-CONCEPT, -SENSORY, LANGUA
DEVELOPMENT - (33. 38%)

BuIId ghildren’s IdenIIIy by usIng their first names ot notlng their

- clothing. Develop chiid’s abitity to listen. Encourage ail chiltdren to -
Iry all fgods.” Explain safety rules to children. Guide activities that

POLICIES, AND

«

DREN RELATING TO,”
AND COGNITIVE

require chitdren to answer questions or-give explanations. Guide -

children to make books of their activities. Guide activities requiring
children to ask’' questions. Guide activilies requiring children to use
rhymes, rhythms, or songs. Guide children’s games. Guide children to
talk about what they see and feél. Guide children to do things for

. themselves. Guide children to expiand language. Guide chiidren to

provide accurate information. Guide chiidren to put away toys and
equipment. Guide chiidren to take turns and share. Guide dram tlc

‘# play activities. Guide manipuiative play, such as puzzies and bi

Guide nature qr science activities..Guide show and telt actlvmes
Help chiidren make things to play with. Read or telt stories. Teach
children colors. Teach chitdren space and time concepts. Teach
differences. in size or shape of objecis to.chiidren. Teach chiidren
to classity objects. Teach chiidren to develop number concepts.
Teach children nursery rhymes. Teach children to name objects.

° N

/

_projéctors.

J0B DESCRIPTION FOR TEACHING CLUSTER GROUP GPO1Z2 -

DUTY F — MANAGING OR DIRECTING CHILDREN IN SOGIAL-
EMOTIONAL, PSYCHOMOTOR AND MUSQLE DEVELOPMENT -
(27.36%)

Decorate cenur for seasons, holidays, or themes. Djrect chiidren
during fire drilis. Direct free play activities. Encourage children to
express emotions. Encourage children to vent frustretions or hoastili-
ties without hurting others. Help shy ¢hildren to participate in group.
Maintain discipline. Manage agressive chiidren, such s pusters or
kickers. Minage bljers. Manage "bossy” or domlneorlng chiidren.
Manage children who ‘wet ar soll their pants. Manage crying children’
Manage temper tantrums. Manage bathroom procodum Ihnm
children in outdoor piay for social development. Manage children’
in outdoor piay jo develop large muscles. Mansge chiidren in outdoor
play to develop métor coordlnatlon Manage parties, field tripe, or
‘other specigl activities. Manage ‘children in snick or meal activities. .
Manage chiidren In rest or sieep. Monitor-television viewing. Praise
chiidren for efforts. Settie arguments. Amnao displays of children's
work. Arfange fumiture or equipment. Incorporate sthnic themes, -
traditions, greetings, holidays, or foods in program Opmu

AN

”

DUTY G — PLANNING TEACHING ACTIVITIES - (7.09%)

Pian activities for hachlng chiidren Io associate words with
pictures. Pian activities using chiidren’s interests. ‘Pian activities for
teaching differances of size or shape of s. Plan art or craft

activities. Plan music, singing, or rhythmic activities. Plan science -

or nature activities. Pian show and tell activities. ..

v

. DUTY H — DEALING WITH PUBLIC OFFICIALS AND REGULA-

" TIONS - (.00%)

-

None

DUTY | -& EVALUATING CHILDREN THEIR PROBLEMS AND
COORDINATING CENTER HOME AND AGENCIES - (8 04%)

Conduct daity hoanh observauom Enlualc chiidren’s umotlonal

" development. Evaiyate physical, sensory, or intellectual deveiopment.

.

Identify children with motor probiems; identity chiidren with vision,
speech, or, hearing problems. identify symplcins -of chiidhood
diseases. Idenmy unusual behavior of .children. Keep a social
development record on each child. Make daily notes of children’s
progress. Answer or make teiephone calis. Explain center policies
and rules to parents. Report signs of iliness or discomfort in chiidren.

chorhmusual behavior of chlldren Secure good ideas from pareniy..

.
3 Al

DUTY J — PERFORMING OTHER TASKS AS REOUIRED OR,DIRECTED - (approximately 10%)

£

GP0122 REQUIRED QUALIFICATIONS AND CHARACTERISTICS T

Must have the education, knowledge. skill, and aptitude to wgark with young children and padorm'the tasks required of tIInl position description. Must
present avidence of good physical and mental condition as required:by state regulations, and be of good moral character. A fully qualified person must be

' able to perform all of the duties enumerated above. To meét the entry level requirements for this job, tha incumbent should be able t0 perform ait of the
tasks enumerated in one of the three of the teaching ¢luster groups: GP0024, GP0036, or GPO101.

A fully qualified incumbent-should have the

. knowledge and skill to adequately perform all of the tasks indicated above in the main duties: : ) o

" DUTY D, Providing for Health, Safety, and Comfort of Children;

DUTY E, Teaching or Guiding:Children Relating to Self-Concept, Sonsory, Lenguage, and Cognitive Dovalopmen(,'
DUTY F, Managing or Directing Children in Social-Emotional, Psychomo(or and Muscle Development;

" DUTY G, Planning Teaching Activities; . - “

DUTY |, Evaluating Chllaren Their Problems, and Coordinating Center, Home, and Agcnclu, and

-
N

DUTY J, Psrforming Other Tasks as Required or Directed.

Q L

N{C‘o 4 K

Aruitoxt provided by Eic:
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JOB DESCRIPTION FOR TEACHING cLusTEn GROUP GPO0SA

DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES AND
PROCEDURES - (5 98%) -

Davelop center pollc‘in chlop plnm or procoduru for cmor-

. gency situations. Develop ruies to insure heaith and safefy of children.

Plan budgets. Plan center open.house or parent workshops. Plan
" childien’s birthday parties. Plan chiidren’s groupings for activities.
Pian field trips or hojiday eelobntlom. Plansmonus. Plan vnokl

ot monthly center programs.

DUTY B — ADMINISTRATION - MONEY, SUPPLIES FACILITIE
EQUIPMENT, ETC. - (8.87%) - .

Arrlnge for transportation ol chlldnn Close center at nlgm
Collect fees. Distribute pay checks. Inventory food or supplies.

Inventory equipment ot toys. Keep records of money taken in or
expended. Keep employee time records. Make staff payrolis. Open’

center in moming. Purchase or order food or nuppllu. Purchase or
order equipment or toys. |

DUTY C — SUPERVISING CENTER STAFF - {9.21%) >

Carry out personnel policies. Conduct statf meetings. Hire or
dismiss empioyees. Maintain staff personnel records. Scheduie
buliding maiitenance. Schedule daily activities. Schedule statt
vacations. Schedule staff work. Supervise in-service training.
Supervise volunteers or student workers. Visit classrodms to guide
teaching staf. Determine qualifications or potential statf members.
Evaiuate statf and deurmlne training requlnmoﬁu. ;

DUTY D — PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (#:89%)

AJdmlnlster first aid. Admlnmer prucrlbod medications. Conduct

fire drilis. Set tables or serve food. Clean playing areas. Clean or
maintain toys or Indoor equipment.’ Regulate heating, cooling, or
ventilation. Reguiate lighting. Remove hazardous objects from
children’s reach or presence. Carry out emergency measures in case

"“of Hinesses, accident or.fire. Hoid or touch chiidren to provide .

Jﬁmh" to them. Introduce new child to center, statf, and chiidren.
epare children to go home. Select television prqgrams. Tie
chiidren’s shoes.

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANQUAGE AND COGNITIVE
DEVELOPMENT - (17.82%)

./ Bulld chiidren’s identity by using their first names or noting their

clothing. Develop child’'s abllity to listen. Encourage all children to
try all foods. Expiain satety rules to children. Guide activities that
réquire chiidren to answer questions or give explanations. Guide
chiidren to make books of their activities. Guide activities yequiring
children to ask questions. Guide activities requiring children to use

‘rhymes, rhythms, or songs. Guide chiidren’s games. Guide children 3

to talk about what they see and feei. Guide children to do things for
themseives. Guide children to expand language. Guide children to
provide accurate information. Guide children to put away toys and
equipment. Guide childr ke turns and share. Guide dramatic
play activities. Guide manipulative piay, such as puzzies and bilocks.
Guide nature or science activities. Guide show and teil activities.
Help chiidren make things to piay with. Read or tell storles. Teach”

'chu&onhoutdoprpquotmhldﬂolopmntu

_“chiidren colors. Teach children space and time’ eoncopu Tueh
dlﬂmneu of 'size or shape of objects to children. Teach chiidrento
cluol'y objects. Tegch chiidren to develop number concepts. Tnch
chlldnn numry rhymes. Teach: ehlldnn fo name objects. -

DUTY F ~— HANAGING OR DIR!CTING CRILDREN IN SOCIAL- ;
EﬂOTIONALpPSYCHOMOTOR AND MUSCLE DEVELQPMENT (\
(zsew) :

Doconto comor for seasons, houdayn. or themes. Direct chiidren
during fire drills. Direct tree play activities. Enicourage children 1o
express omollom. Encourage children to vent frustrations or hostill-
tigs without hurting othersyHelp shy children to participate in group.
Maintain discipline. Manage agressive chiidren, such as pushers or

_klckon. _Il Manage "bossy” or domineering children.
llm,éhl wet or soil their pants. Manage crying children,
Manage templer tantrums. Manage bathroom procedures. Manage |

chiidren in
outdoor play to develop large muscles. Manage chi in outdoor
‘play to develop motor coordination. M plrlln. llold trips, or-
other special activities. Manage chiidren in mul activitles.
Manage chiidren in rest or sieep. Praise chlldun for efforts. Settle '
arguments. Arrange displays of children’s work. Afrange furniture
or equipment. Incorperste ethnic lh’mn tndmom. gmtlngs
ho(ldayo, or foods'in program.

\

‘DUTY G — PLANNING TEAcmud lcﬂvm ES- (3. :m.y

Plan sctivilles for teaching children lo associate words .with
pictures. Plan activities using. children's interests. Plan activities -
for teaching differences of size or shape of objects. Plan art or craft
activities. Plan music, llnglng, or rhyfhmic activities. Plan sclonco or
nature actiyities:

DUTY H — DEALING WITH PUBLIC. OFFICIALS, AND REGULA-
TIONS - (3. %) . . .

Conduct public relations progr-ma Dnl with officers or board

- of directors of organization sponsoring center. Insure that licensing

standards are met and maintsined. Schedule inspections by public
officials. Evaluate compliance with federal ngulatlom. Evaluate
eompllmwnhloulorm"gumm S

OuUTY | — EVALUATE _CHILDRE®, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (13.81%)

Conduct dally h obeervations. Evaluate children Omouoml
development. physical, umorrorhtolloctud
Identify childien with motor problems. Identity children wlth'vlﬂon .
npooch or hearing problems. Identify symptoms of childhood
diseases. Identity unusual beéhavior of children. Keep a social

- development record on sach child. Answir or make telephone calls.

Assess children’s needs in terms of parent's values. Discuss child

" rearing practices with parents. Explain center policies and rules to

parenis. Get parents 1o share special skiils -or talenis. Prepare
reports on accidents. Refer chiidren with motor problems. Refer.
chifdren with vision, speech, or hearing probleins. Reler parents to
ggencies for help with soclal, hesith; or legal problems. Report
signs of lliness or discomfort in children. Report unusual behavior

“of ehlldren Secure good ideas from parents.

DUTY J — PERFORMING OTHER TASKS AS RE\GUIRED DR D_mECT!D - (lﬁnoxknmly 10%)

GP0094 REQUIRED QUALIFICATIONS AN:D CHARACTERISTICS
Mu:p/havo the education, knowledge, skill, and aptitude to work with young children and perform the tasks required of this position description. Must
present evidence of good physical and mental condition s required by state regulations, snd be of good morat chargeter. A fully qualified Ferson must be
able to perform“all of the duties enumerated above. To meet the entry requirements, the incumbent should be shie to perform all of the tasks enumerated
in teaching ciuster group GP0122. A fully qualified incumbent would be considered a teaching administrator, and should have ‘the knowiedge and skiii to

~ adequately perform all of the tasks in all of the duties described sbove. In addition to duties of the fully qualified teaching position, the incumbent must *-
have knowledge and skill for policy, development, administration, supervision, dealing with public, md evaluation of children and coordinating center,

Elk\l‘c 1ome, stc. '\ , . 1 1 7 -

Aruitoxt provided by Eic:



JOB DESGHIPTIﬂNS Fﬂl AI]MINISTHATIVE BI.USTER GHUUP GP0034

DUTY A — osvsn.dmsm oF csnrgn PLANS POI.ICIES AND'
'PROCEDURES - -289%) R

Dmlop rulgs to lngno ‘health and ulcly ot cMIdron Plln comor

'opon house or mnnt workohopt. ‘Plan_field" trips or “holiday
eolobullons. o 'f"

-N . S o

! .\! A N - .
4 1 . L -

DUTY B'— ADMINISTRATION - MONEY, SUPPI.IES, FACIL[TIES, .

EQUIPMENT ETC. - (9. 46%) [

equipment or toys. Kup reords bf money taken in or expended. Keep
employee time records. Purchase ororder loo¢ or supplies. Purchm
or.order equlpmonl or toys. .-

.

v . 2 R 4 . i

) S i .
- .

IDUTY C SUPERVISING CENTER STAFF (7.20'/.)

Cnrry out penonml policles. Ilnlnuln shﬂ pomnnol neqrds
‘Schedule daily.activities. S
in-service . Iulnlng. Dct

A R
DUTY D — PROVIDIN
OF CHILOREN - (1 59%)

Administer first gid. Administer prncrlbod modlcltlons Dispose ol

- trash or garbage. Regulate bnling, cooling, or ventilation. Regulate
lighting. .Remove hazardous’ objecis. from childreh’s rnch or

presence. Carry out emergenty maessures it case of Illnum,

accident, or fire. Hold or touch children to provide comfort to them.

introduce new chiid to center, statf, and chlldron Prepare children to

go home. Review and make use of individual health records. Tie

chlldren s shoes. . B ?— :

-

N »
. . * 0

b

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO

SELE-CONCEPT, SENSGRY, LANGUAGE, AND COGNJTIVE
DEVE PMENT - (2.67%) - .

d chlldren s identity by uslng Ihﬂr first ﬁ‘.‘ or noIIng their
Ing Encourage all children to try all foods. Explain ulcty mlu
children . , )

I
~

v

'% smtle arﬁun';gnh. . e . ‘

. Cru center at night. Collect fees. Dibtribute pay checks. lnventory N ourve punnmc mcmna AC‘I‘IVITIES (z.dz%)
u !

R Hém.m, sareTY, AtiD COMFORT .

- DUTY F — MANAG!
EMOTIONAL, Psvcno
(6.13%) ¢ .

Docomo center lor seasons, hollduyn, or lhomu. Direct ehllm
* during fire driils. Enwmmqomm
children 10 vent. frustrations .or hostiities without hurting
Manage crying l:hlldron Play with lnhnu. Pralse chlldnn Iouﬂorba

R DIRECTING CHILDREN N SOCIAL-

. . .
e - . .
. ..
ce
”

Plan activities for -teach children to' assOciate M with .
pictures. Plan sctivities mmcmamo interests, Plan. m
lorhndﬂngdllhnnmohluonhd.d, )

.euvnio; N . SR :

[ 'Y
DUTY H— DEALING wma Pum.lc, OF AND. REC
TIONS - (4.52%) _ W e

.

Insure that licensing standrds are fnﬂ and mm
inspectjons by- public ‘officials, ‘Evaiuate compliance with federal
regulltlons. Evoluttc eomplhneo with iocal Df tldo nonlulom.

DUTY | — swu.umne cmu:neu THEIR Pnou.ms mo

COORDINATING CEN‘I’ER HOME, AND AGENCIES - (“M)
Conduct dally heaith obufntlom Evoluah ehldnn s dmoﬂond

"+ development. Evaluate physical, sensoty, wmwmdmm
. Identity children with motof problems. identity chiidren with vislon,'
‘speech,>or hearing ‘ problems. Identify symptoms of  chiidhood

diseases. .

Identity unusual behavior- of children, Koop ‘a socidl
development record on each child. umd.llynomda'lamo

" progress. Anwcrormlkﬂohphomals.memm.mh

terins of parent's values. Assist famities in filling out applications for
ald. Assist familles to improve their homed. Conduct parenting

workshops. Discuss child resring practices With paremts. Get .

parents to share special skilfs or talents. Prepare rqom on accidents..

. Prepare repgris on suspecied child sbuse or neglect. Refer.children,

with mofor pfoble
probiems. Refer p

‘ReYer childreth with vision, speech, of hearing -

Report unusual behavior of children. Secure good ldnsmm
Visit chiidren’s homu

DUTY J — PERFORMING OTHER TASKS As ﬁsoumso OR om"acreo . (approxlmwy 1,0%) e .

GP0034 REQUIRED QUALIFICATIONS AND CHARACTERISTICS ° . ) : Lo

nts to agencles for help with social, health; dr
‘legal problems. Raport signs of iliness or discomiort in children.

Mu}havo the education, knowlodgo, slull and aptitude to Work mah younn children apd por'oﬁn the hlks nquidu of this po.Itlon dneﬂyﬁon Must

. .presant evidence of good physncal and mentat condition as required by state regulations, and be of good mogal character. A fully quelified person.must be

abtrie to porform all of the duties enumerated above. A fully qualified incumbent would be :omidond a socill*pfvle- quchlht. Tha méin emphasis of the .

b mcum“bant s knowledge and skill is jn performance of tasks under Duty [, evaluating children, their probiiﬂu and coordinsting. center, homc and

\ #gencies. The incumbent is also involved in the other diities, mon no(ubly those of odminhtntion wpcrvidon, ghIldnn s.health, uﬁty and eomfon‘
and mnnagmg or duectmg chuldtm . : . .. . v . w

. i . .

Aruitoxt provided by Eic:
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DUTY A — DEVELOPMENT OF_CENTER PLANS; POLICIES, AND
PROCEDMRES - (17.0%)" . .

Develop cenisr-advertising or pi:.blk: retations programs. Deveiop
center policies. Dévelop plans or procedures for emergency situa-
“ tions. Develop rules to insure health and safety of children. Plan
budgets. Plan center open hoyse orparentw
groupings for activities. Plan field tri
menus. Plan weekly or monthly cenjs

DUTY B — ADMINISTRATION - *
EQUIPMENT, ETC. - (1452{%)

Arrange for transpcriation of children. Close center atnight. Collect
fees. Distribute pay-checks. Fill out fofms for payment of fees by
government: inventory food or supplies. Inventory equipment or loys.

- Keep records of money taken in or expended. Keep employee time'
regords. Make staff payrolls. Open centér in morning. Pu‘rchage or
order food or suppliés. Purchase or order equipment or toys.

DUTY.C — SUPERVISING CENTER STAF;F - (24.67%)

Carry out personnel policies. Conduct stalt meetings. Hire or
dismiss eniployees. Maintaln staff’ personnel records. Schedule
building maintenance. Scl}ed_u\le daily activities. Schedule staff
vacations. Schedule staff ® wdrk. Supervise in-service training.
Supervise voluniteers or student workers. Visit classrooms to guide.
teaching staff. Determine qualifications of potential statf members.
Evaluate statf and determine training requirements.

DUTY E — PROVIDING FOR HEALTH. SAFE’TY,‘AND COMFORT OF
CHILDREN - (5.77%) ~ . :

Administer first aid. Conduct llieA‘ driils. Clean or maintain toys or

" . indoor equipment. Make repairs on equipment, toys, or furniture.

Regulate heating. cooling, or ventilation. Regulate lighting. Remove
hazardous objects from children’s reach or presence. Carry out
emergency measures in case of ilinesses. accldent, or fire.

.. JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP 6P0022

DUTY E — TEACHING OR GUIDING CHILDREN RELATING 'TO
SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE
DEVELOPMENT - (1.16%) . . -

Build children's identity by using their first names or noting their
...xlothing. Explaln safety rules to children.

.DUTY F — MANAGING OR DIRECTING CHILDREN.IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR. AND MUSCLE DEVELOPMENT -
(1.76%) . .

Decorate center for uu*igolldays. or themes. Arrange
furniture or equiprdent. Ind. #te ethnic themes, traditions,
greetings, holidays, or foods in programs.

DUTY G —PLANNING TEACHING ACTIVITIES - (1.11%) -

Plan qcilvliies using children’s interegts. Plan sclence or nature
activities.

DUTY H — DEALING WIiTH PUBLIC, OFFICIALS, AND REGULA-
- TIONS - (14.03%) . !

.

Conduct publlc relations programs. Deal with officers or board of
directors of organization sponsoring center. Insure that licensing
standards ‘a’® met and maintained. Schedule inspections by public
officials. Evaluate compliance with federal reguiations. Evaluate
compliance with local or state regulations.

DUTY | — EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (10.01%)

Evaluate children’'s emotional development. Evaluate physical,
sensory, or inteliectual development. Answer or make telephone calis.
Conduct parenting workshops. Discuss chiid rearing practices with
parents. Explain center policies and -ruies to parents. Prepare
reports on accidents. Refer children with motor probiéms. Refe:

. parents to agencies for help with social, heaith, or iegai problems.
Report signs of iliness or discomfort in children. Report unusual
.behavior of children.

DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)

- GP0022 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

Must have the education, knowledye, skill, and lpmudo' to work with young children and perform the tasks requisite of this position description. Mus
prgsent evidence of good physical and mental condition as required by state regulations, and be of good moral character. A fully qualified person must b
able to perform all of the duties enumerated above. This job description is a ulnivo[’y pure administrative one, involving a fair amount of nearly all type
of duties with the exception of those directly related to teaching or ‘g\;lidjnq children, managing or directing children, and planning teaching activities, fo

which the incumbent performs few tasks. o ' -

Q

ERIC

Aruitoxt provided by Eic:



E

L

- 'DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES,

3

AND PROCEDURES - (3.40%)

Plan center open house or parent workshops. Plan fieid trips or
holiday celebrations. Plan menus.

DUTY B — ADMINISTRATION - MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (17.91%)

. Arrange for transportation of chiidren. Close centu; at n*
{ees. Distribute pay checks. Fill out forms for payment of tees ®

govermnment. Inventory food or suppliies. inventory equipme: ~: ‘oys.
Keep records of money taken in or expended. Keep employee time
records. Open center in morging. Purchase or order food or supplies.
Purchase or order equipment or toys.

DYTY C — SUPERVISING CENTER STAFF - (9.58%)

Carry out personnel policies. Hire or dismiss employees. Maintain

< statf personnelrecords. Schedule staff vacations. Scheduie statf work.

Supervise volunteers or student workers. Visit classrooms to guide
teaching statf. Determine Qualifications of potential stsff members.
Evaluate statf and determine training requirements.

A

L}

DUTY D — PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (21.60%) :

Administer first aid. Administer pre'lcrlbcd medications. Clear
tables. Conduct fire drills. Reguilate heating, cooling, or ventilation.
Regulate lighting. Remove hazardous objects from chiidren’s reach or
presence. Carry out emergency measures in case of ilinesses,
accident, or tire. Hold or touch chiidren to provide comfort to them.
Introduce new child to center, stalf, and children. Preparé children to
go home. Review and make use of individual health records. Select
television programs. Tie children’s shoes.

 JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP GPOO1B

DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANGUAGE, AND QOQGNITIVE

. DEVELOPMENT - (6.62%)

Buiid children‘s identity by using their first names or noting their
clothing. Encourage all chiidren to try ali foods. Explain safety rules to
chiidren. Guide activities that require children (0 answer questions
or give expianations. Guide activities requiring children to uee

. rhymes, rhythms, or songs. Guide chiidren to talk about what they See

and feel. Guide chiidren to take tums and share..

DUTY F — MANAGING OR DIRECTING CHILDREN IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR, AND MUSCLE DEVELOPMENT -
{13.30%) Co “

"Decorste center for seasons, holidays, or themes. Diregt children
during fire drills. Encourage children 10 express emotions. Encoursge
children o vent frusirations or hostilities without hurting others.
Maintain discipline. Manage aggressive children, such as pushers or
kickers. Manage biters. Manage “boesy” or domineering children.
Manage crying children. Manage parties, fleld trips, or other special
activities. Manage children in rest or sleep. Monitor television viewing.
Play with infants. Praise children for efforts. Settie srguments.
Operate projectors. )

DUTY G — PLANNING TEACHING ACTIVITIES - (.30%)

‘Im music, singing or rhythmic activities. , N
OUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (1.58%) . .

insyre that licensing standards are met and maintained.

DUTY | .— EVALUATING CHILDR‘IN. THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENCIES - (15.08%)

identify symptoms of childhood disesses. |dentity unususl behavior
of children. Answer or make telephone calls. Assist familiee in filling
out applications for aid. Explain center policies and rules to parents.
Get parents ‘to share special skills or talents. Prepare reports on
accidents. Report signs of iliness or discomfort in children.
Report unusual behavior of children.

DUTY J — PERFORMING OTHER TASKS AS REQUIRED 0} DIRECTED - (approximately 10%)

GP0018 REQUIRED QUALIFICATIONS AND CHARACTERISTICS

%

Must have the oducati,on.-‘knowlodqo_ skill, and sptitude to work with young children and perform the tasks requisite of this position description. Must
presaiit evidence uf good physical and mental conditions as required by state reguistions and be of oood morsi cheracter. A fully qualified person must be
able to perform alt of the dutias enumerated above. The tasks are concentrated more in the duties of administration, providing for heaith, safety, and
comfort of children, managing or diracting children, and evalusting chijdren, their problems. and coordinating oenter, home, and sgencies. Some time is -
involved in su’povvisinq center statf, and tesching or guiding children, with reistively little time to tasks or other dutiss. :

Q
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 JOB DESCRIPTIONS FOR ADMINISTRATIVE CLUSTER GROUP GPO047

DUTY A — DEVELGPMENT OF CENTER PLANS, POLICIES, AND

PROCEDURES - (9.12%)

\

Develop center advertising or public-relations programs. Develop
center policies. Develop plans o(, procedures for emergency situa-
tigns. Develop rules to insure health and safety of children. Plan
budgets. Plan center open house or parent workshops. Plan chiidren's
groupings for activities. Plan field trips or holiday celebrations.
Plan menus. )

DUTY B — ADMNISTRATION - MONEY, SUPPLIES, FAC\iLITIES,
EQUIPMENT, ETC. - (23.84%)

_ Arrange for transporta
fees. Distribute pay ¢
food or supplies. |
taken in or exp.
payrolls. Open ce
supplies. Purchase or

itdren. Ciose center at night. Collect
hildren to or from cehter, Inventory

yee time records. Make statt
. Purchase or order food or
Pment or toys.

DUTY C — SUPERVISING CENTER STAFF - (21.74%)

s Carry out personnel p'olipie. Conduct statf meetings. Hire or dismiss
employees. Maintain stali personnel records. Schedule building
maintenance. Schedule staff vacations. Schedule staf! work.
Supervise in-service training. Supervise - volunteers or ‘student:
workers. Visit classrooms-to guide teaching staff. Determine quallifi-
cations of potential stalf members. Evaluate staff and determine
training requirements. -

DUTY D — PROVIDING FOR HEALTH, SAFETY, AND COMFORT
OF CHILDREN - (6.80%)

Administer tirst aid. Administer prescribed medications. Conduct
fire drills. Make repairs on equipment, toys, or furniture. Regulate
heating, cooling, or ventiiation. Remove hazardous objects from
children’s reach or presence. Introduce new child to center, staff,
and children. Review and make use of individual health records.

DUTY J — PERFORMING OTHER TASKS AS REQUIRED OR DIRECTED - (approximately 10%)

GP0047 REQUIRED QUALIFICATIONS AND CHARACTER ISTICS )

Must have tha education, knowledge, skill, and aptitude to work with young chiidren lnddpor'orm the tasks

present evidence of good physical and me;{tal condition, as rsquired by

rtoys. Keeprecords of money \

. »

. -
DUTY E — TEACHING OR GUIDING CHILDREN RELATING TO
SELF-CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE
DEVELOPMENT - (1.10%) : ’ . -

Bulid children’s identity by using their first names or

noting their
clothing. )

.

DUTY' F — MANAGING OR DIRECTING“CHILDREN IN SOCIAL-
EMOTIONAL, PSYCHOMOTOR, AND MUSCLE DjVELOPMENT -
. (2.02%) - T \ . .
Direct children during fire drills. Manage parties, field trips, or other
special activities. Arrange furniture or equipment.

DUTY G'— PLANNING TEACHING ACTIVITIES - (.00%)

None
' \
DUTY H — DEALING_WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (8.07%) ' -

Deal with officers or board ot directors of orgasization sp&morlng
center. insure that licensing standards are et and maintained. Evaluate
compliance with federal regulations. Evaluate compliaice with jocal
or state regulations. .

«

DUTY | — EVALUATING CHILDREN, THEIR PROBLEMS, AND
COORDINATING CENTER, HOME, AND AGENC{ES - '(17.74%)

Conduct daily heaith observations. Evaluate children’'s emotional
development. Evaluate physical, sensory, or intellectual development.
Identity children ‘with vision, speech, or hearing problems. Identity
unusual behavior of chlidren. Answer or make telephone calls. Assess

’chiidren’s needs In terms of parent’s values. Discuss child rearing
practices with parents. Explain center policies and ruies to parents.
Prepare reports on accidents. Report signs of liiness or discomfort
in children. Report unusual behavior of chiidren. Secure good ideas
from parents. .

requirsd of this pasition description, Mast

ststs regulations, snd be of poo_d moral chsrsctsr. A fully qualified person muﬁ”‘_bo

oble to perform all of the duties enumerated above. The tasks are concentrated in administrstion, yupe=-vision, svslusting snd coordinating. - incumbent
also spends o considerable portion of time in policy developmcm end dealing with public, officials, snd reguistions.

E
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JOB. DESCRIPTION. FOR ADMINISTRATIVE CLUSTER GROUP GPODG4

DUTY A — DEVELOPMENT OF CENTER PLANS, POLICIES, AND'
PﬁOCEDURES (10. 00%)

Dovolop conter advertising or public reiations programs. Dovelop
center policies. Develop plans or procedures for emergency situa-
tions. Develop ruies to insure heaith and safety of children. Plan
budgets. Pian center open house or parent workshops. Plan children’s
groupings for activities. Pian fieid trips or holiday ceiebrations. Plan
men Plan weekly or monthly cente‘r programs.

S
DUTY'8 — ADMINISTRATION MONEY, SUPPLIES, FACILITIES,
EQUIPMENT, ETC. - (13.13%) ,

Arr.nqo for transportation of chiidren. Ciose center at night. Coliect
Fill out forms for payment of fees by
or supplies. Invento
taken'in or exponde Keep employ*=
lis. Open center in morming. Purchas =
or suppiies. Purchase or order equipment or toys

DUTY C — SUPERVISING CENTER STAFF - (17.24%)

Carry out personnel policies. Conduct staff meetings. Hire or
‘dismiss employees Maintain staff personnel records. Schedule
buiiding maintenance. Schedule dally activities. Schedule lull
vacations. Schedule staff work. Supervise In-service training.

Ashporvlu volunteers or student workers. Visit classrooms to guide

eaching staff. Determine quaiifications o! potentiai stalt members.

* Evaluate stall and determine training requirements. .

DUTY D PROVIDING FOR HEALTH, SAFETY,AND COMFO’\}OF
CHILDREN - (9.36%)

Adnvinister first aid. Administer prescribed medications. Conduc!
fire drilts. Regulate heting, cooling, or ventilation. Remove hazardous
objects from cplldren s rdach o preser~ce. Carry oui emergen
measves- n case of llinesses. acomdent. or tire. Hold or touch chiidren
to proveo= comfort to them. intreduce new chiid to center, statt and
childee: Review and make use of :ndividual health records. Tie
Chiigwe~ - shbes. ‘

DuUT: — TEACHING OR GUIDING CHILDREN RELATING TO
SELF- ONCEPT, SENSORY, LANGUAGE. AND COGNITIVE
DEVELOPMENT - (2.09%)

Build children's identity by using their first names or noting their
clothing. Encourage all children to try(all foods. Explaln safety ruies
to children.

4

equipment .gr . .

DUTY F — MANAGING OR DIRECTING CHILUHEN IN S8OCIAL-
. EMOQOMAL PSYCHOMOTOR, AND MUSCLE DEVELOP"ENT -
(9.81%)

Decorate center lor seasons, holidays, or themes. Dlroct chiidren
during fire drilis. Encourage children to express emotions. Encouugo
chlidren to vent frustrations or hostiiities without humng others.
Maintain discipline. manage aggressive children, such as pushers or
kickers. Manage biters. Manage "bossy’” or domineering children.
‘Manage crying children. Manage temper tantrums. Mansge Farties,
field trips, or other special activities. Praise chiidren for efforts.

Settie argumenis, Arrange furniture or mulpmont lnoorponto _

ethnic themes; traditions, greetings, holidsys, or foods In progrnn

DUTY G — PLANNING TEACHING ACTIVITIES}- (.00%)

None

DUTY H — DEALING WITH PUBLIC, OFFICIALS, AND REGULA-
TIONS - (7.18%) '

Conduct public reiations programs. Deal with officers of board of
directors of organization sponsoring center. insure that licensing
standards are met and mainfained. Scheduie inspections by public

-officials. Evaluate compliance with federal regulations. Evaluate
comipliancé with local or state reguiations.

’ e .
DUTY | — EVALUATING CHILDREN, THEIR PROBLEMS AND
COORDINATING CENTER. HOME, AND AGENCIES - (21.38%)

Conduct daily heaith observations. Evatuate childres s emotionsl
1evetopment. Evaluate physical, sensory, erinteiiectusi daveiopment.
dentity children with mofor problems. [ussaity chiidren with vision,
, or heamng problems. identity sysmptoms a¢ thildhood
. lesntity unususl behevior of owiidren. Kesp a soclel
ent recerd on each child. Answer o« make telephone calls.
ssess children’s needs in terms of parent's values. Aseist famiiles in .
§ tiliing out spplications for aid. Conduct parensng worksheps. Discuss
child rearing practices with parents. Expiatn center polibies and rules
il rarents. Get parents to share special skilis o: talents. Prepars

t. Refer children with motor prostems. Reser children with
on, speech, or hearing problems. Ress: oarems to sgencies for
help with social, heaith, or iegal problems. saport sgns of liiness or
discomfort in children. Report unusual behewor of chlldfon Secure
good ideas trom parents.

‘mm on sccidents. Prepare reports on suapected child abuse or

[
-

DUTY J — PERFORMING OTHER T%SKS AS REQUIRED OR DIRECTED - (spproximstely 1‘0%) .

;#0064 REQUIRED 'QUALIFICA TIONS AND CHARACTERISTICS

Adss

«ave tne education, knowladge sxill, and aptitude to work mm voung children snd perform tha tasks required of this position description. Must

pesmse: smmence of good physical and mental condition as required by stam wgulations. snd be of peod moral chersster. Afully qualified person must be
able to perform all of tha duties anu--ud sbove. The tasks are conescwated n svaluating and coordinating sctivities, supervising, administration,

pabn , and d

P Iing with pusl

A

, officials, and regulations. ‘It v Wy most prominent non:teaching sdministrative jeb, primerily dlnflblv' the
u .

A

v

’

-3, e

.
)

I. TaREER PROGRESSION AND INDIVIDUAL TRAINING
~ECORDS

The nine (9} duties together with the tasks performed, as’

described in the preceding section, are furnished in waork sheet
formmt which can be used by directors, supervisors, or
individuals in theﬁvewpmem of the career progression process.
Those primary tasks v-ithin each of the teaching cluster groups
have been identified by the fugure “#". An additional column

"

>

has been provided ‘for indicating tasks for any other job cluster
group. Space has been provided within each box to enable. tho
participant to indicate accomplishment and/or date.

Worksheet 'J"" Ras been provided for the addition of such
tasks, that may be required by a specific center, which are not
tovered in any of the foregoing duties.

It is intended that thel¥q worksheets be roproduccd as noodod
and bojzed a3 an individual training record.

I
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A~ VEVELOPIEWT OF CENTER PLANS, POLICIES, AND viol i 0094
PROCEDURES * - ' 1 111
Al. Develop center advertising or public relations
program
A2. Develop center policies * ’ f
A3. Develop plans or procedures for emergency -
situations ) ”
A4, Develop rules to insure health and safety of i i
children « Ph T
A5 Plan budgets j LN I
A6. Plan center open house or parent workshops ( ) t \j
A7. Plun Ldren's birthda;y parties # E, ’Y i ¢
A8. Plan children's groupings for activities T# ) / ko i
o A9. Plan field trips or holiday celebrations . . i / L e
. N V2 , .
A0 Plar m aus . /_7[# * s
- . ~ 7 % @
- i’ ~kly or .. hly center programs # R
b — .- AN +
. RATION - HONEY, SUBPLIES, CAGILITIES, I
- . v, R ()(1 0024 ' 3¢ D122 | 0094
1 LIt porrr
? A for frn_lls;;nwrta[;'ion of ch. lren - o t
- i ’ —— L
B.. nter ni t . { 3 T
7» o T fees - # o |
vz~ e pas . r<;4 o - . / -
! 1ildren or from cen- .
I at forms .or payment of % - B I
s ;ment. ]
B ory food or suoplies t Lf‘
b - L~ :
! ory equipment or toys v #
. -~ v L] .
) . 'B~_. - words of money taken. In'o° -xpended # Tf
BIC - Jloyee” records ' #
' —_— .
Bli aff payr. s #
B1: nter in Am;;rnﬂing . 1 °
Bl w nrdm-‘ tood or supplies - s i v b
v N . — - S .
Rt r +1orde: quipment or toys el
13
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{\v ) . 1 Q’\ "T _44
C-- SUPERVISINS CENTER STAFF . 0101 10024 |0036 (0122 | 0094 |,
) ) - ' : 1 T {7 IT | TIT
?‘\,"Cl. Casty out personnel policies : ! . # # 5 )
C2. Conduct staff meptings N HF}‘— B
o 2 :  ——
€3, JAre or dismiss employees 72 .
7'C4. - Maintain s,tAaff per .nnel records = # ¢ o
R . E .' .‘ . b. ’ﬂ: . . _ .
"C5. .. Schédule building maintenance . N
C6. 9qchedule daily ‘act:vities . o # # I o
Ky ri - ? . d - o -
' C7. -Schedule staff vacatipns ' ¢
, A . . |
— ~ - y BN - ) S N
C8. Schedule staff work:’ Lo } |
y ° Yis :
! ~C9. » Schedule swimming instructions ; i |
- - ¥ R — !
}€10. Supervise in-service .trainjng ‘ |
Cll. Supervise volu"n;’ers or student workers o T T
Cl2. Visit classfobms to guide teaching staff T
D A ~ - N
C13. Determine qualifications of potential staff N N y
- Embé’rs’_ ’ . . ’ -
Cl4. Evaluate staff and determine training ]
o requirements -t -’ i
i ’
‘ .
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’ ¢
D - PROVIDING FOF 4EALTH, - SAFETY, AND-COMFORT OF 0101 [ 0024 [ 0036 { 0122 |0094
CHILDRE'N : ' I ‘I I II III
Dl. Administer first aid - it # #, #
D2. Administer prescribed me%ications # # # # - #
'|D3.  Clear tables # # # #
D4. Conduct fire drills # #
D5. & . tables or serve food- R # ft —Tﬁ
D6. Clean playing areas’ # # i i# #
"7. Clean ard maintgin kitchen equipment '\ #
3, Clean" chen or dining area / ft .
* : : . )
9, Clean - maintain oys or indoor equipment 1 # N # '
" 10. Clean - >ts, lavatories, and bathroom areas o # #
D11, Dispose ot trash o garbage it
= X
D12. Make r: airs: on equipment, toys, or furniture i
" 13. Regulate =ating, cooling or.ventilation # r
14, Regulate shting B # #
h
D15. Remove h rdous objeccts trom children's reach it # # #t #
or preser . .
ID16. Bathe in!.qnts or chi_dren # ft !
’ b
17. Carry out emergency measures in case of i it [# #
illnesses, accident, »>r fire =
D18. Dress infants or youn: children # # # #
3y
D19.” Empty or sanitize training chairs 3 ¥
BZO. Fecd infants or youn; -nildren it # R‘#
pD.1. Hold or touch childrenr provide comf( . to Pﬁ7 ¥ 1F "}”ﬁ ¥
them 4
T INCIGAUCE NeWw chlld T enNrey;, sryrr—rt 7 7 g # -
- children L
P23. Prepare children to go home I # i |# it
P24. Review and make use of _:dividual health #
-« records : i -
5. Select television programs ° r # t
Tie children's shoes k #fo i i
A : —_—
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P— ke e ‘v i -
» . . . b e N :

E -  TEACHING OR GUIDING CHILDREN RELATING TO SELF- |0101 0024 {0036 - [0122 {0094
CONCEPT, SENSORY, LANGUAGE, AND COGNITIVE I I- I I - IIT
DEVELOPMENT ‘ ’

.EL., Build children's identity by using their first |# # # # - it

L ‘names or noting €heir clothing ' s ® -

EZ‘./Develop child's ability to ljisten S # # -|#

s , : o N /

E3. Encourage all children to try all foods # T i+ # oo

EG. " Explan safdyy Files to children A I A A

-, o o i . : ‘ 1

E5. Guide activities fnat require children to . I#\ # it #

znswer questions or give explanations . P '

Et. Guid: children to make books of their, 'Z-’ R - [# #

‘ I : ' . » A . ‘\ -

JE7 Guide activities requ1 1ng§c&ildfeﬁ?to ask # . . h Bt
:luestions " i v L . -
Et. Guzae activitiee rec... "ing’ childrer to use [ |# I# A#
-hymes, Thythms, or :-ngg A , ,

E! suide children's game. . {0 i, #: I# A

Ei0. Suide. children to taik about what they se& - I(l“., #V" # r; - #

: and feel ~ a 1

JE1l. Suide c‘hildren"‘to" dc rnings for themselves [# #‘Q ft t
. 1 - v B N ;“' > "

E12. suide children to exuacd lahguage. ' t/f o -|#

E13. 3Suide children to r-nv:de accurate information k# #o. }P R

E 4. suide children to pu: ~way toys and equipment ® 7 # # l #

E_5. Suide childreﬁ to take :u}:né and share i # .# - #

F16. Giuide dramatic plav ac vities Tl rf

B [E17.- Guide manipulative pla: ‘such as puzzles i 3 # tf : #
ang blocks : i

F18. Guide nature or science activities « rf # ;

Fl9. Guide show and tell lgtj.vit.ies . . b #. o

£20. He _p children make things to play .with t i I | #

Wy

Z21. Read .0- :ell stories p " # i #

EZZ. Teach -hildren colﬁ # # ¥ #

i f

23. Teach zhildren space and time concepts l: #
24. Teach :thferences of size or shape of objects [F|¥ - ¥
to chi. iren —
. Teach = La v
F26r Teach alldren to develop number concepts i # j.
F27. Teach -—1ildren nurser. - mes ; # X # f
. . , ' . \

F?H Teach --ildren t  swe L jects # # # ‘ 5}&

t +. Tloliet trarn chilaren # - r’

: | 4
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IS ) - . . . ) L - .
F ~ MANAGING OR DIRECTING CHILDREN IN SOCIAL- 14{0101 10024 0(%6 0122 10094 | -
. EMOTIONAL, PSYCHOMOTOR, AND MUSCLE DEVELOPMENT I I “II III,
- F1. Dccorate center for season, holidays, or # # # ¢ 'y
thcmes - - . S S
F2. Direct children durin: Iire drills #- T 1# | i
. ’ _ [ . ] .
F3. Diveet oo pla; - tivitigs # # # A# #
\ F4. ° Encourage children to express 2motions # < LF # #
s : .
F5. FEncourage ch! iren to vent fru..rations or #. # | #
} . hostilities:w.choyt hurting ommrs ! E
. "6. Help shy childgdi®o pzrtigipa—z in grou A# # o~ # # #
p shy childMfijffo particlp graye s
F7. Maintain disci: line. # # o #.
F8. Manage agressive chrildren, sucn as pushers it # # [# # -
[ . or kickers : a '
L F9. Manage biters ’ ‘ # N f# Yf #
. 10, M‘,—lage _"bos’—s‘;y" or domineering children l# # # I{l ¥
- l"U.—_T‘_l:';n—age children who wet or soil their pants ]# # # —P /'{#
|F12. Manage crying children . , ]W # # r/ ¥
et et e e - ' . r\ ‘ -~ AY
13, Manape temper tantrums kl ' # # tf # N
// o o ] o .
¥ 1. Manage bathroom procedures - v|0 # 1# r # -
. ) o .. ‘J ) . ‘ v
F15. Manage childre:}/(iri outdooy’ play for ‘social ll/ i # P o
| development - ) ‘ -
F16. tlanage children in o <door\play to develop P # L Bt
. large muscles ] -
F17. Manage children in o :door{play to develop P # r‘ 1#
e _.mataor coordination i .
F18. Mmage parties, fielc crips\,\m.‘“other special r’ # r #
wtivities
F19. Manage childreua in snack or meal activities r ‘ '0 # 3 # i
20, Manage children in rest or sleep . [ # - #
F21. Monitor homework of "aftet school children"
. e N
F22. Monitor television viewing ;! r’ b # F
. K i .: -tTr (-
IF23, Play with infants Lo .  # #
F>h. Cratse ch'il(‘lren.,:fur effofts { #
o5, Sor_argument. Poole # R
. . , 1 =
F26. Arrviuye disprav Hf children's work J 1# ) y #
F27. Arrange furn.tur- or equipment ‘ 1# ’ # .- ¥ 4 ,
- F28. Incorporate ethn-: themes, traditionms, r T ¥
IF29, Operate projectcrs \‘ » P
1 ' ' \ L -
" ‘ v . :
Q )
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0101 |0024 | 0036 | 0122 | 0094
‘ W I I I | 11 III
Gl. Plan activitss for teaching ¢hildren'to . i it i
: agsociate words with pictures -
G2. Plan activities using children's interests # # w_ r ' .
G3. Plan activities for teaching differences of 7 7 5
- size or shape of objects ' . L ¥ '
G4. Plan ari_of craft activities # i ' it i
G5. Plah music,islﬁging, or rhythmic activities # it # # r
. : .- ‘
G6. Plan science or nature activities it ]
G7. Plan show and tell activities . I/f v
l‘ < )l'
- .
-
< / .e
. J ,
| / , /
H - DEALING WITH PUBLIC, OFFICIALS, AND REGULATIONS |0101 0024 {0036 | 0122 | 0094
I I I IT |-~TII
'H1l. Conduct public relations’ program # 3
H2. Deal with officer ~ “sar' of dir  of A n
~, organization spor-. . cer.er
H3. Insure -hat licens:. ., standards are me: and # i
. rthaintained ‘ ,
H4. Schedule inspections by public officials # [
H5. Evaluate compliance with federal regulations 3
H6. Evaluate cquliance with local or sta:
‘ Tregulations S.
S 8
2



s

3
I - EVALUATING CHILDREN, THEIR PROBLEMS, AND ) OlOl’ 0024 | 0036 | 0122 | 0094
COORDINATING CENTER, HOME, AND AGENE}ES I I . I I1 ITI
Il. Conduct daily health observations ‘ . it it #
. ' . N\ ]
I2. Evaluate children's emotional development . # r‘?
'13. Evaluate physical, sensory, or intellectual - B
" development N
I4. 1Identify children with motor proglems ' . #t t
I5. Identify children with visionf speech, or . ¥ iF
hearing probiems ’ .
) 16.- Identify symptoms of childhood diseases- # # / ¥
I7. Identify unusual behavior of children : # T # t i It
. A} .
I8. Keep a social development record on each child = f# t
y - +
I19. Make daily<notes of children's progress . i
I10. Answer or make telephone calls | # ﬁ ; I}
I11l. Assess children's needs in terms of parent's N
values ]
I12. Assist families in filling out applications : .
for aid .
I113. Assigt families to improve their homes '
t \ ) § 3
| 114, Comdudt parenting workshops™ .
I15. Discuss child rearing practices with parents F
I16. Explain center policies and rules to paréﬁts - # . ft 3
1|117. Get parents to share special skills or talents ) r
. I18. Prepare reports on accidents # ¥
I19. Prepare reports on suspected child abuse or
ne‘ect
120.- Refer children with motor problems v
) T2]1. Refer children with vision, speech, or hearing ‘ i
> problems ' .
122. Refer parents to agencies for help with social, 4 I}
] hgalth. or legal problems ' g
—-%QTHM or—dtscomfort—im - # rrl S r
children _ , . : ;
I24. Report unusual behavior of children . # " N i
125. Secure good ideas from pariB;s ‘ P A
126. Visit children's homes ' ‘ ‘ . ;
R 19
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The job descriptions, career progression, and individua!l training record contained herein have been
develoged for your use. individuals are encouragﬁo reproduce, modify,.or use this pamphiet or portions

thereof in whatever manner they see fit, This boo is in the public domain and has not been copyrighted.
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A LIMITED NUMBER OF COPIES ARE AVAILABLE FREE, FROM:
L e -
. Fire-Diviston-of-Early-Childhood-Dovelopment .
o Texas Department of Community Affairs
P.O. Box 13166, Capitol Station
e Austin, Texas 78711
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